
Consumer Certificate 
Renewals

If you have an issued Consumer Certificate in years past and 
want to apply for that same location for another year, you may 

renew your registration on January 1st – April 1st of the year 
you are renewing. 



To get started you will want to go to: 
https://www.michigan.gov/bfs

Then under Quick Links, you will want to 

click on Accela Automation- Citizen 
Portal to start the application.

Click here to get 
to : Accela 

Automation 
Citizen’s Portal 

https://www.michigan.gov/bfs
https://aca3.accela.com/LARA/Default.aspx


Once on the Verify a License page, you will 
need to fill out:

User Name or E-mail:
&
Password:

Then click on:
Login >>



Once you are logged in this will be 
what the Home screen looks like.

Click on:
Fire Services 



Now you will see all the Records in 
your account. Look for the Certificate 
you want to renew. 

Click on: 
Renew Application



Step 1:

The system will auto 
populate the facility 
address. 
If you have a different 
address, then what 
appears on your certificate  
being renewed, you will 
have to complete a new 
application.



Step 1 
(continued):

If you have a new 
contact that you 
would like to add 
to the account, 
you will click add 
new.

You may edit a 
contact by 
clicking the edit 
link. 



Step 1 (continued):

Application 
information will auto 
populate. 

You will have to enter 
or answer the 
questions highlighted 
in yellow. 



Add attachments that 
are needed at this 
time for your 
application. 

Bond
Sales Tax License
Site Plans
Floor Plans

Then click on: 

Continue Application



Step 2:

Review all the 
information for the 
location that you are 
renewing. 

Click on:
Continue Application



Then you will want to click on:
Check Out



Click on:
Pay by Electronic Check
Or
Pay by Credit Card
Click on:
Next



Check Payment 
Screen

Credit Card 
Payment Screen

Depending if 
you clicked on 
Electronic Check 
or Credit Card 
these are the 
screens you will 
see. Fill out all 
the highlighted 
fields and then 
Click:
Next

or



Click:
Pay Now



Once you have paid you will 
go back to Accela and give you 
a record number.  This means 
you have completed the 
application process. 

For your consumer application 
you will be given a renewal 
number and you will upload 
any new documents needed 
until it is issued and then you 
will be issued your CTXXXXX 
number


